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ABOUT MARK 
Mark Kyte established the Public Speaking Skills Academy in 2014 with a 
single aim; to help people improve their public speaking and pitching skills.  

 

Mark has spent the vast majority of his working career immersed in 
technology. After completing his degree in Computer and Information 
Systems in 1997 he has worked for some with some of the largest and most 
successful financial organizations in the world. During an economic downturn 
in late 2002 Mark found himself out of work and he enrolled in a Public 
Speaking Course to give him an edge in an extremely competitive IT job 
market. By the end of the course, Mark was employed again and over a short 
period of time he received significant pay increases and promotions. Mark 
attributes this directly to his ability to communicate confidently and 
persuasively in presentations, online meetings, and executive briefings.  

 

Today Mark marries his technical expertise with his ability to speak 
persuasively in public – helping entrepreneurs, consultants, coaches, and 
small business owners develop pitches that influence audiences enabling 
them to get more clients! As a small business owner himself Mark is building 
his business with Webinars and Public Speaking – and he can help you do 
the same! 
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Why Webinars 
 

A Webinar is simply a presentation delivered to a remote audience that is 
watching and listening to you on their computers in their home or office. A 
webinar can be delivered as a live event or automated event.  

 

There are many reasons why, as a coach, consultant, solopreneur you should 
include webinars in your marketing mix. They are: 

 

Build Pre-Qualified Leads – One of the greatest benefits of webinars is the 
ease in which they allow you to add new leads to your database. Even better 
is the fact that the leads are pre-qualified – they would not have signed up for 
the webinar if the topic was not relevant for them! 

 

Build Trust – The simple act of seeing your face and hearing your voice 
allows potential clients the opportunity to get to know you. Through the 
webinar as they get to know you, and hear your expertise trust is established 
between you and your audience. 

 

Build Credibility and Expertise – Delivering presentations, in person or 
online, is one of the most effective ways to establish yourself as an authority 
figure in your niche. 

 

Build Relationships – Webinars provide an environment where your existing 
clients can gain additional benefit from associating with you. This will only 
increase their faith in your services and help them justify spending more 
dollars with you.  
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Why are Webinars so effective 

• Demonstrate your expertise with your intellectual property 
• Time Effective - Everyone’s time is valuable and travel is costly 
• You can serve up information in real time, cutting across geographies 

and time zones 
• Webinars level the playing field – allowing you to compete with even 

your biggest competitors 
• You are making a connection with a prospect you would not otherwise 

make 
• Webinars breathe life into your existing content such as case studies, 

research, and whitepapers 
• Webinars help you begin the sales process to convert prospects into 

customers  

 

Studies have shown that professional marketers are more confident of 
achieving their marketing goals when they utilize content marketing. Of those 
surveyed over 50% said they would utilize webinars/webcasts as a marketing 
tactic! And, 70% rated webinars as effective to very effective! 

 

Figure 1 - Confidence Gap 
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So why isn’t everyone doing Webinars? 

More and more consultants and coaches are conducting webinars every day. 
But, there are some things you should consider before you launch into 
conducting webinars. 

• You have to be willing to give away content. Your prospects will not 
sign up for a sixty-minute sales pitch – they will expect valuable 
information that will help them. 
 

• With more and more coaches and consultants conducting webinars 
you will need to ensure you differentiate your webinar so your invitation 
to attend gets their attention 
 

• You need a targeted audience that will care about what you are going 
to share in the webinar 
 

• A successful webinar relies upon more than just technology. There are 
several moving parts, and you need to master each of them. 
 

• Your webinar needs to engage and entertain. It is easy for prospects to 
switch off your webinar if your presentation is uninteresting and your 
public speaking skills are not polished. 
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Webinar Models 

Webinars provide a perfect vehicle for entrepreneurs to create their own 
“stage” and influence large numbers of prospective clients. To this end there 
are several webinar models that can be leveraged to massively boost the 
number of clients an entrepreneur has. 

 

Model 1: Database Building 

Probably the first model most small business owners think about when 
considering webinars. These are, generally, free events that should be 
prepared and delivered to demonstrate your credibility and expertise. They 
can, and should, include a small sales pitch at the end, but the focus of the 
majority of the webinar is to highlight your knowledge and provide actionable 
steps for attendees. 

 

Model 2: New Product Development 

A webinar also provides an opportunity for you to perform market research. 
How? Through the Q&A component of a webinar! The questions asked 
provide you a perfect insight to the pain points needs of your market. Armed 
with this information you can adapt your current product/service offering or 
create a new product that alleviates the pain experienced by the market. 

  

Model 3: Leveraged Group Coaching 

If your business model already includes coaching and mentoring then it is 
highly likely that the coaching and mentoring services you provide could be 
delivered via an online medium. Obviously you could continue to provide 
coaching 1:1 and extend your potential reach world wide, but why not extend 
your reach to coach a number of people simultaneously via webinars? A great 
way to leverage your time and massively increase your profits, with the added 
benefit of a webinar room being MUCH cheaper to hire than a physical office 
for your clients to meet. 

  

Model 4: Valuable Freebies (aka Bonus Material!) 

If you have a great material that resonates with your market, but it is not 
valuable enough to sell individually why not deliver it as a webinar, record it 
and provide as a bonus to incentivise clients to purchase higher priced 
offering you have? Providing clients access to valuable, and I emphasise it 
must be valuable content is a proven way to get clients to invest in higher 
priced products and services at no tangible cost to your business. 



 
 

© PublicSpeakingSkillsAcademy.com 2015                                                               8 

 

Model 5: Mastermind Extension 

If you already have a mastermind program you can leverage webinars to 
provide a cost effective and easy method to add value to the program. Whilst 
webinars are unlikely to completely replace in-person mastermind meetings 
(there is a unique and valuable aspect to clients invest significant amounts of 
money to meet you face to face) there is an opportunity to reduce the amount 
of in person events and leverage webinars to supplement instead. For 
example rather than meeting monthly with your mastermind group you can 
meet quarterly with webinar “meetups” for the intervening months. 

 

Model 6: Niche Mining 

Niche mining is an extension of any of the five previous models. The low 
barriers to delivering webinars mean that you can tightly target individual 
niches by taking a broader topic and making it more targeted. For example, 
an accountant can deliver a series of webinars on the subject to tax reduction 
strategies for small businesses. Rather than delivering a single webinar on tax 
reduction strategies for small businesses they can be tailored to individual 
niches the accountant might be targeting…. For example Tax reduction 
strategies for gym owners, tax reduction strategies for real estate agents, tax 
reduction strategies for lawyers. Essentially each of these webinars will be the 
same; the content will only be modified slightly for each niche to make it 
personal and relevant to them. Making the webinar presentation more 
effective. 

  

The models above are easily implemented and most will complement any 
small business. Select one or two for you to trial first before moving onto other 
modes. 
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What do I need to do? 

To conduct a successful and profitable webinar there are several elements 
that you need to consider. 

   

Commercial Drivers Logistics Human Element 

You will need to 
determine the following 

The Webinar objectives 

• Select the right 
model for your 
business 

• Target Audience 
• Call to Action – 

what do you want 
them to do after 
the Webinar 

• What are you 
going to do with 
these new sales 
leads 

To have a successful 
Webinar you need to 
marry technology, 
marketing, and Public 
Speaking into one 
event. (Don’t worry 
there is a 4 week plan 
below!)  

This presentation will 
be a reflection of your 
business. Can you 
deliver a polished 
presentation? 

• Are you able to 
entertain and 
inspire your 
audience 

• Can you engage 
your audience 
with your voice 

 

 

 

 

  



 
 

© PublicSpeakingSkillsAcademy.com 2015                                                               10 

4-Week Plan to Build your List! 
 

A successful Webinar takes time to pull together. It is unrealistic to think that 
you can decide today to conduct a webinar and have a burgeoning leads 
database tomorrow. 

Depending upon the time you have available to plan, prepare, and promote 
your webinar event, it often takes four weeks to organise a successful 
webinar. An indicative timeline of events is as follows: 

 

In the subsequent sections we will step through each of the activities so that 
you can utilise webinars to explode your marketing efforts. 	

Week	1	
Select	the	date/
time	of	your	
Webinar	

Select	the	
Webinar	Tool	

and	the	
equipment	

Establish	the	
Registration	and	
Event	Pages	

Week	2	 Start	Promoting	
the	Webinar	

Prepare	the	
material	 More	Promotion	

Week	3	 Practising	your	
Presentation	 Promote!	 Promote!	

Week	4	
Delivering	your	
Super	Charged	
Webinar	

Follow	Up	 Plan	your	next	
Webinar	
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Week 1 
Week one is an important preparation week. The efforts you expend on the 
tasks below will lay the foundation for your webinar. If you skip over any of the 
tasks below you will compromise your chances of success.  

 

Selecting the time, date and purpose 

Purpose 

Starting with the end in mind. Your first activity in planning your webinar is to 
determine why you are conducting the webinar. There are several basic 
questions you need to answer before you progress any further with your 
webinar.  

• Why are you doing a webinar? Sales leads?  Thought leadership? 
Raise brand awareness?  

• Who is your target audience? 
• What’s the Value Proposition of your webinar? What value will your 

audience get out of investing their time with you?  
• What topic will your audience find most engaging? Is what you’re going 

to tell them a MUST HAVE or a NICE TO HAVE?  
• What are your key messages?  
• What call to action do you want your audience to take after the 

webinar? Request a 1:1 conversation., download a white paper, etc...  

 

When and What Time 

Selecting the ideal time and date to conduct your webinar will largely depend 
upon your target market. There is no one day or time that will suit all markets, 
but there are some factors you need to consider to maximise your chances of 
success. They are: 

• Is your target market local to you?  
• Are there time zone considerations that you need to allow for?  
• Is there external business, or other factors, such as end of month 

deadlines that will impact their attendance? 
• Is there a “peak” time of day when work/customers demand your target 

markets attention? 

In my experience 11am gains optimal attendance for business professionals, 
but you will need to assess and determine what will work best for your market. 
And, unless absolutely necessary, avoid lead generation webinars that extend 
beyond sixty minutes (forty-five is preferable). 
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Selecting the tool and the Equipment you will need 

To conduct a successful webinar you will need several pieces of equipment 

 

Reliable Laptop and Internet Connection 

It goes without saying that to conduct any online event you will need a reliable 
computer and Internet connection. When you invite someone to an event you 
want to be sure that you can deliver that event, and not have your computer 
crash on you! 

 

With regards to Internet connection speed you don’t need to have super fast 
cable Internet (although it doesn’t hurt if you do!), but you do want to have at 
least an ADSL connection.  If you don’t have a good ADSL connection you 
may want to see if you can access a site that does have a fast and reliable 
Internet connection to conduct the Webinar from. 
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Webinar Software 

There is a range of webinar software providers available for you to use. Each 
offers slightly different prices and features. The table below provides an 
overview of the key features they provide (as of writing July 2014). 

 GoToMeeting Adobe 
Connect 

Google 
Hangouts 

Easy 
Webinar 

Webinar 
Jam 

Cost AUD$1308 
per year 

USD$1240 
per year 

Nothing  $397 
(USD) 

per year 

$397 
(USD) 

per year 

Unlimited 
Attendees 

Max 100 Max 25 ✓ ✓ ✓ 

Custom 
Registration 
& Event 
Pages 

✗ ✗ ✗ ✓ ✓ 

Webcam & 
Desktop 
sharing 

✓ ✓ ✓ ✓ ✓ 

Push Real 
time offers 
& Call to 
action 

✗ ✗ ✗ ✓ ✓ 

Automated 
Emails 

✗ ✗ ✗ ✓ ✓ 

Browser 
based 
attendance 

✗ 

Attendees 
required to install 

software 

✗ 

Attendees 
required to 

install 
software 

✓ ✓ ✓ 

 

WebCam, Microphone, and Headphones 

WebCams 

Many laptops come with in built web cams. You will want to ensure that your 
webcam is able to record at a minimum in 720 HD but optimally in 1080p HD 
quality to optimize the experience. If your current webcam is unable to record 
at the 720 HD levels then you will need to invest in a new webcam for the 
event, such as the Logitech C920. 
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Microphone and Headphones 

Again, most laptops have a reasonable microphone built in. Prior to the event 
record some video and audio to test the microphone to assess the quality. 
When you replay it, if you are not happy with the quality you have two 
choices: 

1) Purchase a dedicated USB microphone 
2) Purchase a combined headphone/microphone set 

Personally I have a separate microphone as I don’t use an external 
headphone set. But your decision on this will be impacted by your laptop. If 
the microphone you are using picks up audio coming from the computer 
speakers you will get feedback and you will need to purchase a set of 
headphones for the audio to play in (rather than the computer speakers).  

 

Registration pages and event pages 

A key activity in the first week of planning your webinar is to organise your 
webinar registration and event pages. Your registration page is crucial as it 
will contain the exciting offer that will entice your target market to attend your 
webinar, and the instructions on how to register for the webinar. Often, a 
potential attendee can only receive the webinar details when they provide 
some personal details, such as name and email address.  

 

Avoid the temptation to ask for too many details, as the more details you 
request the less likely people will be to complete the form and register for the 
event. 

 

There are some key things you need to consider on your webinar registration 
page. A good registration page has the following characteristics 

• Gets peoples attention with a good headline 
• Sparks the audiences interest and intellectual curiosity 
• Generates excitement 
• Has compelling benefits that answer the audiences solitary question:  

“What’s in it for me?”  
• Provides enough detail so the audience knows what to expect 
• Clear Call to Action – What does the visitor have to do next!  
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Week 2 
In week two the focus of your efforts is to promote your webinar and start 
preparing the material. At this stage, your efforts should be focussed on 
getting your target markets attention so they become aware of your great 
event! Once you have their attention, you can start preparing your 
presentation. 

Promoting the Webinar 

Before you start to prepare the presentation you will deliver in the webinar it is 
time to start promoting it to get attendees online. Without attendees from your 
target market there is little benefit in conducting the webinar. 

 

Technique 1 – Email your existing contacts 

Firstly you will want to promote your webinar to your existing contacts.  In this 
email you will need to generate interest and excitement to register for the 
webinar by highlighting the benefits of why they should attend your online 
event.  

The benefit of promoting the webinar to your existing contacts is that they 
already know and trust you and your services. Secondly in your email to them 
you should ask them to actively promote (forward) the email invite to other 
people who might be interested.  

 

Technique 2 - Publish the event on your Website, Blog, and Newsletter 

Do not be shy. Inform the world that you are conducting this webinar and 
ensure that you include a link to the webinar registration page that they can 
click on. Do this on both the front page of your website and as a new blog 
entry (if you have one).  

If you distribute a regular e-newsletter advertise the webinar in the newsletter 
(next to an article related to the webinar topic for maximum impact!).  

 

Technique 3 – Approach referral sources 

Do other consultants, coaches, or other businesses refer clients to you? 
Approach all of your referral sources and ask them to publicise the webinar for 
you. It provides them an opportunity to provide something valuable to their 
contacts for free, and is an unobtrusive way for you to tap into their contact 
base. 
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Technique 4 – Post in forums, groups, and social media 

If you are a regular contributor to forums, groups, or social media pages then 
you can, and should, post in each of the areas you regularly frequent to tell 
others about the webinar. Provided you have contributed to the values of 
those forums and pages in the past, this will not be considered spam. 
However, if you don’t contribute to them on a regular basis be cautious, as the 
moderators will likely frown on your sudden appearance to advertise. 

 

Technique 5 – Utilise Social Media advertising 

Our first technique that requires money to be invested… Facebook and 
LinkedIn have excellent advertising at reasonable rates. They allow you to 
target your advertising to maximise your spend to reach only the people you 
want to see.  

 

Technique 6 – Issue a press release  

Draft a press release and distribute to the appropriate media organisations for 
your target market. Most will ignore, but one or two media organisations may 
run something about your webinar. 

 

Technique 7 – Approach blogs related to your target market 

Similar to technique 3, approach the owners of blogs that are frequented by 
your target market and ask if they will promote your webinar to their 
readership/newsletter lists. 
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Preparing your Material 

Now that you have started promoting your webinar, and hopefully received a 
few early registrations it is time to start preparing your material. You can 
utilise the six step framework outlined on the next page to help you structure 
your webinar presentation. 

Note: Your clients (and potential clients) are expecting an interesting and 
informative webinar. As you prepare your presentation resist the temptation to 
go into a strong sales pitch. Keep your sales messages to a minimum during 
the body of the presentation. In your conclusion you can be more direct with a 
clear sales pitch with a strong call to action. 
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Meet and Greet 

In the ten minutes before the start time of your webinar you will want to 
welcome attendees as they arrive. Reassure them that they are in the right 
place and encourage them to introduce themselves and to share the fact that 
they have joined the webinar on social media.  

 

Welcome 

Your “official” webinar opening is the agenda and expectation setting 
exercise. Remind them of the benefits that they will get by watching the whole 
webinar and tease them by announcing that you will have a special offer at 
the end of the webinar for those that. At this point you’ll want to outline how 
the attendees can communicate with you and ask questions, and how you 
plan to answer the questions (as the questions arise or at the end of the 
webinar). 

 

Your Story 

After welcoming attendees to the webinar you need to establish your 
credibility and build rapport with the audience. To do this you need to share 
your story. You will want to outline what inspired you to start your business 
and the struggles you have faced and overcome. This is also an opportunity 
for you to tell some of the client successes and even some of the client 
failures you’ve had.  

  

Actionable Content 

This is the meat of your webinar presentation. It is the opportunity for you to 
demonstrate your expertise and knowledge by talking in depth about the 
areas relevant to the webinar. The content you share MUST address the 
reasons attendees have registered and joined you for the webinar. To this end 
you need to cover the information to ensure that the benefits you promised 
attendees would be met on the registration page are actually met.  

This part of the webinar is not the time for heavy duty selling and pitching. 
However you can provide a gentle sell by covering challenges/problems that 
you know clients have and how the solutions that you have solve them in a 
generic way through examples and previous client stories. 

 

The Close 

This is the time for a stronger sales pitch. During the close you want to remind 
attendees of the problems that they are facing, share how your solution 
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(product/service) solves the problem, and the benefits they will experience 
through solving the issues that they are facing. This is the part of the webinar 
where delivery is critical. Often webinar presenters have a confident delivery 
through the early stages of the webinar, but hesitate on the close. This 
weakens the impact. At this point you want your close to be delivered with the 
same (if not more) confidence and authority as the rest of the webinar. 

 

Questions and Answers 

Anticipate the questions you may be asked so you can have some answers 
ready. If the questions are asked of you via a chat box where attendees type 
in their questions you will need to restate the question verbally so everyone 
on the webinar knows the question and understands the context of the answer 
you are providing. As you restate the question announce who asked the 
question to provide social proof. 

 

In the event you get a few, or no questions it is wise to have a few “I often 
asked this question…” scenarios. Often people are a hesitant to ask 
questions, this often breaks the ice and questions start to flow afterwards, and 
if they don’t it is another opportunity to demonstrate your expertise in a non 
threatening manner. 

The Q&A session is also the time to congratulate people who have taken up 
your offer and address the common concerns and objections people have 
when buying your products and services. 

 

A Word or two on your PowerPoint Slides 

Your PowerPoint (or Keynote) slides will be a focus of attention during the 
event. They will need to be prepared properly.  

 

There are entire courses dedicated to designing interesting and professional 
PowerPoint presentations. But, for your webinar you will want to follow the 
do’s and don’ts below… 

 

Do’s 

• Keep bullet points to an absolute minimum (number of bullet points and 
the number of words on each bullet point) 

• Incorporate images from reputable sources (provide attribution where 
required) 

• Keep the animation to a minimum (or none at all optimally!) 
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• Display only the relevant information in graphs and tables (your 
audience doesn’t want to see ALL the data – only what is relevant to 
what you are discussing in your presentation. 

 

Don’ts 

• Write your entire speech on the PowerPoint slides so the audience can 
“read along” with you. 

• Use in built clip art (they look amateur!) 
• Use slide backgrounds /templates that force the viewer to work (stick 

with a simple white background) 
• Embed video or audio into the presentation (this may have playback 

issues in a webinar so this will need to be tested thoroughly) 

 

 

More Promotion 

With your presentation prepared its time to move back into marketing mode. 
Leverage the techniques discussed earlier in this book and continue 
promoting your webinar! 
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Week 3 
This week the focus is only your final preparations for the webinar and the 
final push to promote the webinar.  

 

Practising your Webinar 

It is vital that you practise your webinar ahead of the big day. There are 
several areas that you want to ensure are polished before you are delivering 
your presentation to potential clients. They are: 

 

• Your Presentation Delivery 
• Using your Webinar tool 

  

I always encourage my clients to practise their presentations in an 
environment as close to the real presentation as possible. One of the great 
advantages of webinars is that you are able to simulate the actual event 
perfectly! 

 

By practising your webinar with your chosen webinar tool you will be able to 
familiarise yourself with the following areas 

 

• How to share the PowerPoint Presentation with your audience 
• How to alternate between the presentation view and your “face” 
• How to record the webinar and use the features of  your chosen 

webinar tool 
• How you will receive questions (chat box, open up the microphones, 

etc…) from the audience and how you will respond to them 
• How to mute and unmute the audience 
• If your webinar has multiple presenters a- how you transfer “control” 

from one presenter to another 

 

It is important that you familiarise yourself with the important features and how 
you will utilise them prior to the big day to ensure your event runs smoothly 
and professionally. 
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Presentation Delivery 

The delivery of a webinar presentation utilises some of the delivery skills 
normally required to deliver an in-person presentation. As you practice your 
webinar you will want to focus on these areas and ensure that they are 
polished. 

 

Facial Expressions 

If you plan on having yourself “on camera” during the presentation then you 
will need to assess your facial expressions as you deliver the webinar.  You 
will want to present yourself as friendly, approachable, with some animation to 
convey your enthusiasm for the topic. 

 

As you review your test webinar assess yourself against the following: 

• Are you scowling or frowning at any point? 
• Are you smiling throughout? 
• Do you appear approachable? 
• Do you look like you are enjoying yourself? 
• Are you moving excessively on camera? 

 

Vocal Delivery 

In a webinar setting your voice is the primary tool to convey your authority and 
expertise on the topic. You will want to ensure that you are easy to listen to 
during the presentation. There are a number of factors you can review and 
coach yourself on before the big day.  

There are a number of ways you can use your voice to enhance your webinar: 

• Vary your voice volume 
• Vary your speaking rate 
• Vary your vocal pitch 
• Develop a pleasing tone quality 
• Enunciate clearly 
• Microphone Use 

 

Voice Volume 

Vary the volume of your voice during your delivery to help portray emotion, 
eg., anger – loud, love – soft, sincere – firm and easily heard, surprise – either 
loud or soft depending on your setting. The volume of your voice can be used 
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to capture and maintain audience interest. 

 

Speaking Rate 

The most effective speaking rate is between 125 and 160 words per minute. 
Speaking quickly enough to avoid a boring drone, yet slowly enough to be 
clearly understood. Vary your speaking rate during your presentation to reflect 
mood changes and to emphasize points of the speech. 

 

Pitch 

Good speakers vary the pitch of their voices to convey emotion and 
conviction. Avoid high pitches because they suggest immaturity and 
excitability. The best approach is to be conversational during your 
presentation. 

 

Quality 

For good voice quality, try and relax your throat while you speak. Try to 
convey friendliness, confidence and a desire to communicate. Relaxing will 
eliminate any tension in your voice. A pleasing tonal quality will usually be the 
result. 

 

Enunciation 

Are you speaking clearly? If you find that your enunciation could be better, 
practice opening your mouth wider when you speak. Also adjusting your 
speaking rate may help you to more clearly enunciate your words. 

 

Microphone Use 

As you review your webinar test recording pay attention to any microphone 
“issues”. These could be situations where you find yourself breathing into the 
microphone, bumping or banging the microphone, or inadvertently moving 
away from the microphone and your voice becomes distant. These are small 
things that your audience will forgive you for, but by eliminating them now you 
will deliver a more polished presentation. 
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Promotion 

Now is the time for the final push to promote your webinar. Aside from the 
techniques discussed earlier you should contact those who have registered 
for the webinar. You need to remind them that the webinar they have 
registered for will be occurring in the next seven days, and it is also an 
opportunity to ask them to send it to people they know who might be 
interested in your webinar! 
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Week 4 
This is what the previous three weeks have been building up to.  This week is 
the “main game”.   

Delivering your Webinar 

In the lead up to the big day 

Delivering your webinar actually starts a few days beforehand. People sign up 
for a webinar because there is a low barrier to entry. Usually they only need to 
provide their name and email. Because of this low barrier to entry they may 
not remember that your webinar is occurring. In the days leading up to the 
webinar you will want to remind them! 

 

It is recommended that you send a series of reminder emails to everyone that 
has registered to attend. This email needs to highlight the benefits of 
attending and include the link they will need to click on to access the webinar.  

 

Not everyone who has registered will attend, but your aim is to maximise the 
number of attendees on the day. 

As a rule of thumb you will want to send out the following series of emails  

When Email Subject Line 

2 Days before Reminder: <<Webinar Topic>> is live in two 
days 

1 day before Reminder: <<Webinar Topic>> is tomorrow! 

12 hours before Only 12 hours until <<Webinar Topic>> 

1 hour before <<Webinar Topic>> starts in 1 hour 

30 minutes before <<Webinar Topic>> is about to start. Grab a 
coffee and enjoy! 

15 minutes <<Webinar Topic>> is LIVE. Come and join! 

 

Most webinar platforms provide the capabilities to easily configure and 
schedule these emails. If your webinar platform has these features utilise 
them so the emails are sent on “auto pilot”. 
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On the day 

On the day of your webinar you will want to grab a glass of water and find a 
quiet room with no background noise that you can deliver the webinar from. 
You should login to your webinar platform about thirty minutes prior to the 
published start time.  This allows you the ability to start the webinar and 
conduct a final audio and video check prior to any audience members arriving 
in your webinar room.  

 

Once the final tests have been conducted you should shut down all the 
applications that you will not be using during the webinar, such as Word, 
Excel,  Outlook, etc… You will want to avoid sharing confidential or private 
material with the world, or having an email from a friend displaying on screen 
asking if you would like to go out for lunch. 

 

At this point you will want to mute your microphone and video, and have a 
PowerPoint slide on display, all it has to say is “Welcome to the Webinar. The 
event will be starting soon”.  As registrants join the webinar they will see the 
welcome slide and they will know that they are in the correct room. In the 
background you can still answer phone calls or perform other tasks (away 
from your computer – otherwise people will watch you working…). 

 

Registrants will generally arrive a few minutes prior to the start time, or just 
after the start time. At the designated start time un-mute your microphone and 
video and announce to those attendees on the webinar that you will start in 1-
2 minutes to allow people a few more minutes to get online. After two minutes 
have passed it is time to start the show! Hit the record button to record your 
webinar and launch into your presentation. 

 

Enjoy the presentation. You’ve worked hard, prepared properly, and practised 
your webinar. It will be a success! 

 

 

After the Event 

Within twenty fours hours of the webinar concluding you should send a thank 
you email to all those who attended. Include any links or special offers you 
made in your webinar. Often these pass by too quickly for people to note 
down the details on a live event.  
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If there were more questions than time allowed you to answer then after the 
webinar has concluded you should compile the questions and the answers to 
them. Include the questions and your answers to them in your thank you 
email. This allows you to demonstrate your expertise and commitment to 
everyone (even if they did not have an unanswered question). 

 

After a further twenty-four hours you should email everyone that registered for 
the event (those who attended and those who did not attend) with a link to the 
replay of the webinar. Most webinar platforms allow you to automate this so 
that it occurs on “autopilot”. 

 

The most important step 

Finally, with the dust settling on your super charged, super successful webinar 
it is time for the most important step.  

 

Add the contact details everyone who registered for the webinar to your leads 
database and market to them!  

 

Plan your next webinar! 

With a successful webinar completed it is time to start planning your next one! 
As Winston Churchill said “Continuous Effort – Not Strength or Intelligence is 
the key to unlocking our potential”.  
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Summary 
Utilizing webinars is one of the most effective marketing tactics for a coach, 
consultant, or solopreneur. When executed correctly a webinar will have 
prospects desperate to add their names to your leads database. 

In this book you have a 4-week plan to prepare and deliver a successful 
webinar. But like any good plan it needs action to generate real results. When 
will you commit to delivering your webinar? 

If you want to see real results with your marketing effort then utilize the four-
week webinar plan in this book so you can establish yourself as the expert in 
your niche and establish a leads database that will help your business 
explode to new levels. 
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Legal Stuff 
 

 Figure 1 - www.contentmarketinginstitute.com/2012/10/2013-b2b-content-
marketing-research  

 


